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Introduction 
In January 2012, the Department of Early Learning (DEL) announced a new trainer approval process for 
state-approved trainers. In the summer of 2015, DEL transitioned to a revised trainer approval process. 
This manual includes information about the revised process. The main purpose of the trainer approval 
process is to promote quality training opportunities around the state, establish a consistent process for 
reviewing all trainers and ensure that all trainings are grounded in the state’s core competencies and 
early learning guidelines. 

Goals: 

 To increase the number of high quality trainings available to early learning and school age 
professionals across the state of Washington 

 To establish an efficient and timely process for observing trainers and approving applications 

 To create a process that is easily communicated and transparent to trainer applicants 

About the Trainer Approval Board 

The role of the Trainer Approval Board is to advise DEL on trainer policies and to observe trainer 
applicants, making recommendations for approval as well as mentoring and teaching trainers. The 
board is made up of professionals in higher education, community-based training, state agencies, and 
other professional organizations. 

How to Become a Member of the Board 

If you are an expert in adult education (or other topics relevant to early care and education), and you 
would like to join the Trainer Approval Board, please complete the application form in Section 2 of this 
manual. Submit both the form and your resume to the Department of Early Learning at 
training@del.wa.gov. If DEL approves your application and you become a board member, you’ll also be 
eligible for contracts related to the board’s duties (i.e. observation of trainer applicants). 

How to Use this Manual 

This manual includes policies and documents for those who review applications, observe trainers and 
offer feedback to the Washington State Department of Early Learning. It also includes all the forms that 
must be submitted by those who want to apply to become state-approved trainers. (Note: Many of the 
links that you see on the following pages are not actively linked to the website. Instead of clicking on them, you 
will need to type these website addresses into your web browser window.)  

 SECTION 1 contains the documents and forms that must be submitted by applicants seeking to 
become state-approved trainers. 

 SECTION 2 contains the Trainer Approval Board application, as well as instructions and forms for 
those who will observe and evaluate applicants who want to become state-approved trainers. 

 SECTION 3 contains organization trainer mentor forms and instructions.  

 SECTION 4 contains additional resources for state-approved trainers.  

file:///C:/Users/KyraLin/Documents/All%20Writer%20&%20Editor/Treinen_DEL/Prof%20Development%20docs_Nov-Dec2015/Trainer%20Approval%20Board%20Manual%20revamp/training@del.wa.gov
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Section 1—Apply to Become a State-approved Trainer 
For those who want to become state-approved trainers, the first step is to download the registration 
forms from the Department of Early Learning (DEL) website. The applicant must also submit a Core 
Competency Demonstration form and a resume. The revised process lists trainer-approval levels based 
on the Washington State Core Competencies for Early Care and Education and the Core Competencies 
for Child and Youth Development Professionals (school-age care). Copies of the necessary forms, 
including the checklist, are reproduced below. The applicant should print out the necessary forms, 
complete the forms by hand, then mail them to training@del.wa.gov.   

 

List of Forms and Documents in Section 1 

 Trainer Approval Process: Instructions 

 Trainer Applicant Approval Checklist 

 Trainer Applicant Registration Form 

 Core Competencies Demonstration Form 

 Instructions for Core Competency Demonstration Form 

 Trainer Observation Rubric 

 

(Note: Many of the links that you see on the following pages are not actively linked to the website. Instead of 
clicking on them, you will need to type these website addresses into your web browser window.)  

 

 

mailto:training@del.wa.gov
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Section 2—Observe and Evaluate Applicants for Trainer Approval 
Once the trainer applicant submits his or her resume and completed registration and Core Competency 
Demonstration forms to training@del.wa.gov, DEL will email the applicant a copy of the observation 
rubric (below) for review and will initiate the following trainer approval process:   

1. DEL contacts a member of the Washington State Trainer Approval Board to request an obser-
vation. The board member is selected based on availability, location and areas of expertise. 

2. The board member is emailed a copy of the applicant’s completed Core Competency 
Demonstration form, along with contact information for the applicant.  

3. The board member contacts the applicant to set up an observation of the applicant teaching a 
class for adult learners.  

4. After observing the applicant, the board member emails DEL the completed observation rubric 
along with the Trainer Approval Board Review form (with details regarding core competency 
area and level of approval). Feedback for the applicant is included at the end of the observation 
rubric. Comments within the observation are confidential and give DEL staff background for the 
scores listed in the rubric and feedback if they need to offer coaching to the applicant. (You’ll 
find copies of the review form and instruction sheets in this section of the manual.) 

5. DEL contacts the applicant and shares feedback written by the board member at the end of the 
rubric. If the applicant is approved, DEL sends a welcome packet and creates a trainer tab in 
MERIT.  

6. If the applicant has not been recommended for approval, DEL staff will go over feedback and 
suggest available professional development opportunities to improve the applicant’s skills in 
teaching adults. 

7. Some trainer applicants will be observed by organization trainer mentors (OTMs), who enter 
the training information into MERIT under their own trainer tab to award STARS credit. 

8. The Trainer Approval Board member or organization trainer mentor may need to gently assist 
the trainer applicant during training if unforeseen circumstances occur in order to assure 
quality training for the participants. 

List of Forms and Documents in Section 2 

 Application for Washington State Trainer Approval Board (TAB) 

 Trainer Observation Rubric Scoring Instructions 

 Trainer Observation Rubric Example 

 Poor Quality Trainer Observation Rubric Example 

 Scoring the Core Competencies Demonstration 

 Trainer Approval Board Review Form 

file:///C:/Users/KyraLin/Documents/All%20Writer%20&%20Editor/Treinen_DEL/Prof%20Development%20docs_Nov-Dec2015/Trainer%20Approval%20Board%20Manual%20revamp/training@del.wa.gov


Trainer Approval Board Manual | 25 
 

 



Trainer Approval Board Manual | 26 
 

 



Trainer Approval Board Manual | 27 
 

  



Trainer Approval Board Manual | 28 
 

  



Trainer Approval Board Manual | 29 
 

 



Trainer Approval Board Manual | 30 
 

 



Trainer Approval Board Manual | 31 
 

  



Trainer Approval Board Manual | 32 
 

 



Trainer Approval Board Manual | 33 
 

  



Trainer Approval Board Manual | 34 
 

 



Trainer Approval Board Manual | 35 
 

  



Trainer Approval Board Manual | 36 
 

 



Trainer Approval Board Manual | 37 
 

  



Trainer Approval Board Manual | 38 
 

 



Trainer Approval Board Manual | 39 
 

  



Trainer Approval Board Manual | 40 
 

 



Trainer Approval Board Manual | 41 
 

  



Trainer Approval Board Manual | 42 
 

  



Trainer Approval Board Manual | 43 
 

 



Trainer Approval Board Manual | 44 
 

  



Trainer Approval Board Manual | 45 
 

 



Trainer Approval Board Manual | 46 
 

 



Trainer Approval Board Manual | 47 
 

 



Trainer Approval Board Manual | 48 
 

Section 3—Information for Organization Trainer Mentors 

Organization Trainer Mentor Process 

The organization trainer mentor (OTM) process provides community mentorship and support for 
organizational representatives interested in completing the state trainer approval process. To 
participate, an organization must make a commitment and sign a quality-assurance agreement to use 
and uphold the quality-assurance process that has been established for the trainer approval process. 

This is how the process works: 

1. An organization trainer mentor must be an approved trainer. 

2. The mentor agrees to mentor and support other organizational trainers by using the 
Washington state quality assurance process, including the professional development 
observation rubric and trainer competencies.  

3. The mentor is trained by DEL to use the scoring instrument and signs a quality assurance 
agreement. 

4. The mentor then helps other organizational trainers complete the trainer-approval process and 
observes them teaching a class; the mentor lists the class in MERIT under her/his own trainer 
tab or special event application (or at a conference). The mentor observes the applicant in lieu 
of a member of the Trainer Approval Board.  

5. The mentor submits all completed forms and supporting documentation to DEL at 
training@del.wa.gov on behalf of the applicant, including the mentor’s approval recommend-
ation (written on the observation rubric) and the Trainer Approval Board Review form. 

6. The applicant must also complete her/his education verification application. 

7. Once DEL receives all information and the applicant’s education is verified, the mentee trainer 
will be granted approval at the appropriate level as indicated by his or her rubric score and core 
competency demonstration scores. 

List of Forms and Documents in Section 3 

 Organization Trainer Mentor Policy 

 Organization Trainer Mentor Checklist 

 Organization Trainer Mentor Quality Assurance Agreement 

 

file:///C:/Users/KyraLin/Documents/All%20Writer%20&%20Editor/Treinen_DEL/Prof%20Development%20docs_Nov-Dec2015/Trainer%20Approval%20Board%20Manual%20revamp/training@del.wa.gov
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Section 4—Additional Resources for State-approved Trainers   

State-approved Trainer Support Awards  

Each year, state-approved trainers are asked to complete fifteen hours of continuing education related 
to adult learning, early care and education, or other training related to the trainers’ areas of specialty. 
All state-approved trainers have access to reimbursement for professional development and training 
materials through the MERIT applications tab. The maximum reimbursement amount is $200, and 
reimbursements are available on a first-come, first-serve basis. Funding is limited for each fiscal year 
(July 1–June 30). 

Pre-service Trainer Modules  

The state-approved trainer modules (http://deltraining.com/) provide guidance and instruction on 
many topics that are helpful for trainers. This includes how to complete training session forms, writing 
learning objectives using Washington’s core competencies, assessing learning, and how to facilitate for 
adult audiences. Trainers are asked to complete these modules prior to submitting their applications. 

1. Introduction 

2. Core Competencies 

3. Cultural Competencies 

4. How Adults Learn 

5. Designing Adult Learning 

6. Facilitating Adult Learning 

7. Early Learning Guidelines 

8. Executive Function 

DEL Professional Development Training Library and Resource Gallery  

The DEL website (http://www.del.wa.gov/Default.aspx) has a Professional Development page: 
http://www.del.wa.gov/Professional/Default.aspx. It links to several valuable pages with information 
about early learning professional development in Washington. For example, the Professional Develop-
ment Training Library (http://www.del.wa.gov/Professional/library.aspx) connects early learning pro-
fessionals to online training opportunities. The content in this library is organized into categories that 
align with the core competencies for early care and education professionals. The Professional 
Development Resource Gallery (http://www.del.wa.gov/Professional/Resources.aspx) lists resources, 
best practices, research and tools that can be used by trainers. 

List of Forms and Documents in Section 4 

 Trainer Competencies in Washington State 

 Training Design Template 

 Professional Development Training Scoring Rubric 

 Guide for Distance Learning  

http://deltraining.com/
http://www.del.wa.gov/Default.aspx
http://www.del.wa.gov/Professional/Default.aspx
http://www.del.wa.gov/Professional/library.aspx
http://www.del.wa.gov/Professional/Resources.aspx
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